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PURCHASING DEPARTMENT
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March 1, 2011

ADDENDUM #1

REQUEST FOR PROPOSAL #11-60

PROJECT ARCHIVIST I

THIS ADDENDUM IS TO: Answer the following Questions from the Pre-Bid Megng:

Q1. Are the completed inventories from the ArckiMeibrary and Museum available in Excel?

Al. The completed inventories to be incorporatecdhio the work included in the RFP can be
provided to the successful bidder in Excel, Accesst a delimited text file.

Q2. How should we estimate the number of day®toptete the work?
Should we state a “not to exceed” number of days?

A2. We do not know the exact number of days that will take to complete this project as the
project is being undertaken to discover the extendf the material in City Departments.
Proposals should be based on an experienced besegs, not to exceed, number of days.

All other terms and conditions of this bid remanthanged.

PLEASE ENSURE THAT YOU ACKNOWLEDGE THIS ADDENDUM ON YOUR BID FORM.
Thank you.
Rositha Durham
Chief Procurement Officer
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A.

PURCHASING DEPARTMENT
February 17, 2011
REQUEST FOR PROPOSAL No. 11-60

PROJECT ARCHIVIST

DECISION TO USE COMPETITIVE SEALED PROPOSALS

The Chief Procurement Officer has determined that in order to select the mosirdgeous proposal for An Archivist
to undertake an inventory of municipal records stalage conditions for the City of Newton’s Cityefi{'s
Department, comparative judgments of technicabfactin addition to price, will be necessary. Tty believes that
the individual serving in this capacity must havaread range of archival practices, archival steregnditions, and
knowledge of Massachusetts Records Retention Stdwedu

The proposal with the lowest cost may not necdygdaeithe most advantageous proposal with respebietabove
qualities.

INTRODUCTION

The City of Newton, City Clerk’s Department, is kiegy a qualified individual to undertake an invetof municipal
records and their storage conditions in each oflihgs 23 departments. The inventory will incluthe name of the
record series, the number of volumes and/or lifiestrof records, the physical location within tlepdrtment. The
inventory will also include a description and ratiof the condition of the records, the conditioritedf storage location,
the Massachusetts records retention schedule nuaniethe years to be kept, and a digital photogcdipthe records in
storage. The archivist will determine an overaldl of concern rating for the record series tedleulated from the
above information. The information gathered irs tinventory will provide the basis for determiniwgere to focus
future archival funding and a future strategic piag initiative.

INSTRUCTIONS TO PROPOSERS

GOVERNING LAW andDEADLINE FOR SUBMISSION : All proposals must be submitted in accordancé wit
Massachusetts General Laws Chapter 30B, SectitntbeChief Procurement Officer in the Purchasing Department,
Newton City Hall, 1000 Commonwealth Avenue, NewtbtA 02459,NO LATER THAN 10:30 a.m., March 4,
2011 Proposals must be submitted in two separatedeavelopes, along with your name on the frorthef
envelope: one marked “Technical Proposal”; the otharked “Price ProposalPrice Proposals shall NOT be
submitted with Technical Proposals. Any Technical Proposal containing any part ofRrice Proposal may be
deemed non-responsive.

THREE (3) hardcopies of the TECHNICAL an®NE (1) PRICE PROPOSAL must be submittedSEPARATE
SEALED ENVELOPES. Envelopes shall be marked:

“TECHNICAL PROPOSAL - RFP #11-60 Project Archivist”

AND

“PRICE PROPOSAL - RFP #11-60 Project Archivist”

AND sent with your name and tiRFP #11-60,0n all envelopes. Proposals must be addressed to:

Rositha DurhamChief Procurement Officer
Purchasing Department

City of Newton

1000 Commonwealth Avenue

Newton, MA 02459
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Technical Proposal must be submitted in the followig order and ensure that all pages have footers witthe page
number clearly displayed:

1. Table of Contents (please display the page of saction)
2. Cover / Transmittal Sheet
3. MINIMUM CRITERIA

References

Degree

Resume

4. COMPARATIVE CRITERIA

Provide a statement of which ranking you meet andige proof. If the proof can be found in anytioé
documents provided for the MINIMUM CRITERIA, pleasete what page and what document this informat@mbe
found on.

Proposals must have information submitted in tmeesarder as the criteria listed in this RFP andepasiall be
numbered in the footer of each page. Proposals mawe a Table of Contents listing the page nurfireeach
document related criteria listed.

Faxed proposals will not be accepted. Proposakived after the deadline will not be considered.

QUESTIONS/ADDENDUMS: Inquiries involving procedlia technical matters should be directed in wgtiand
emailed or faxed no later than 72 hours prior tippsal submission to:

purchasing@newtonma.gav facsimile (617) 796-1227
Rositha DurhamChief Procurement Officer

Purchasing Department

City of Newton

1000 Commonwealth Avenue

Newton, MA 02459

ADDENDUM: Each proposer is required to acknowledgg/all Addenda. Proposers shall place their
acknowledgment as the first line of their Transah@over Page which shall be placed as the first page of the
“Technical Proposal” as well as in the designateel bf the “Price Proposal”.

Addenda will be posted onlineww.ci.newton.ma.us/bidsand emailed to every individual or firm on recosd a
having received a set of Contract Documents. Uf lyave downloaded the Request for Proposal fronntieenet,
you must make your yourself or your company knoavthe City of Newton, Purchasing Dept. by emailing
(purchasing@newtonma.gper faxing (617) 796-1227, you or your company’smea address, phone and fax
number and include the RFP NUMBHE#RL1-60 and project title. It is the contractor’s soésponsibility to
ensure that they have received all addenda’s pwitre RFP submittal date. Copies of addendabsilnade
available at the Purchasing Department and on ityes@vebsite www.ci.newton.ma.us/bids

If you have downloaded the RFP please be sure &l @s{purchasing@newtonma.gywwith your Name, Address,
Phone and Fax number, email address and what RfaBamand project title you have downloaded.

EXAMINATION OF DOCUMENTS: Each proposer shall beisfied, by personal examination of the locatidrg t
contemplated services and by any other means,ths t@quirements of the contemplated servicesable the
intelligent preparation of this proposal. The pegr shall be familiar with all RFP Documents befsubmitting the
proposals in order that no misunderstanding skt é regard to the nature and character of tireemplated services
to be performed. No allowance will be made for alaym that the proposal is based on incompleterinétion as to
the nature and character of the area or contenpéztevice.

The City of Newton reserves the right to waive arfgrmalities in all RFP’s, or to reject any or RFP’s in whole or
in part, if it be in the public interest to do so.

Request For Proposal #11-60 — Project Archivist
Page 4 of 16



E. TIMELINE:

RFP Released : February 17, 2011 at 10:00 a.m.
Pre-Proposal Meeting February 24, 2011 at 10:30 a.m
Questions submitted : February 25, 2011 at 9:30 a.m.
Addenda w/Answers : February 28, 2011 at 9:30 a.m.
Proposal Submittal : March 4, 2011 at 10:30 a.m.

[ll. EVALUATION OF PROPOSALS

All proposals will be reviewed by an Evaluation Quittee in accordance with M.G.L. Chapter 30B. Fswection will be
based upon an evaluation and analysis of the irdtiom and materials required under the RFP, inolydtiformation obtained
by direct contact with references.

Based on a review of the written proposals, cemaspondents may be asked to participate in anterrserview and
presentation. Respondents should, therefore,dyaped to travel to Newton for this interview dgrihe week of March 7,
2011. The project manager and other personnelwithbe working on the project on a day-to-day Isastiould be present at
the interview. Interview participants will be exped to demonstrate examples of their work and angwestions from the
Evaluation Committee. The City will not assume #nayel costs related to these interviews.

Proposals that meet the Quality Requirements destin Section D will be reviewed for responsiversthe Comparative
Evaluation Criteria below. Each member of the Batibn Committee will assign a ratinglefghly Advantageous,
Advantageous, Not Advantageous or Unacceptable, to each comparative evaluation criterion. Basethese evaluation criteria
ratings, a composite rating by each evaluatorlvéldetermined for each proposal.

After the evaluations and interviews are complitte, price proposals will be opened. The price psafowill be evaluated and
ranked based on total price. The contract willmetessarily be awarded to the proposal that resehe highest ranking with
respect to the price proposal. The City will awtrel contract to only one responsive and respansihdor submitting the
most advantageous proposal taking into considerdtie proposals’ quality requirements, evaluatioteida and composite
ratings, interviews, references and prices. Bedovarding the contract, the City may request aolditi information from the
vendor. The City reserves the right to reject ang all proposals if it determines that the crieset forth have not been met.

All proposals shall remain firm for sixty (60) cattar days after the proposal opening.
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CERTIFICATE OF NON-COLLUSION

The undersigned certifies under penalties of pgrihat this bid or proposal has been made and dtédaimin good faith and
submitted in good faith and without collusion caufd with any other person. As used in this cestfon, the word “person”
shall mean any natural person, business, partipershiporation, union, committee club, or otheramigation, entity, or group
or individuals.

(Signature of individua

Name of Business
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Requestfor Proposal No. 11-60

Scope of Work

The City of Newton invites prospective respondeéatsubmit proposals to create a series level imrgraf archival material
held in each of the City’s 23 Departments. Archivaterial held by the City dates from approximate$80 to the present.
The inventory created by the proposer will be pdedi in both a hard copy report and in either areEspreadsheet or an
Access database. The report and database wilidadbr each record series: a series level titisraes level description, the
dates of material included in the series, the miaydocation of the material, the number of volufheges/linear feet of material,
the physical condition of the material, the storageditions, its historic importance, its lengthrefention as listed in the
Massachusetts State Archives Records Retentiord8leheand a digital photograph. The inventory nlagstompleted within
four months of a mutually agreed upon start date.

1) Inventory Objectives

The City of Newton seeks to better understand tbhpe, content, condition, location, and importaoicthe archival material in
its possession. The creation of a digital inventtescribed in this Request for Proposals willleefirst step towards a
subsequent project of creating a strategic plamf@anaging, preserving, and providing access tatbieival material in its
possession. This Request for Proposals is fonentory only. The inventory should meet the failag overarching goals:

a) Identify and describe the archival records lieach department at a series level includite titescription, inclusive dates
of each series, and number of volumes/boxes/lifeedrof material.

b) Describe the physical location of each receries and provide a description and rating of theage conditions.
c) Describe, and rate, the physical conditiorhefriecords series.

d) Identify the number of years that the matariakt be kept based on the Municipal Records Retei®chedule of the
Massachusetts State Archives.

e) Describe and rate the historical importancehefarchival material as it relates to the hiswfrthe City of Newton.

f) Develop an overall rating system based on #tiegs identified in goals a) through e) above thiltprovide the City with a
guide to address the needs of the archives in pmansive way.

2) Inventory Audience

The completed inventory will be used by the Citei®| City History Museum, City Library, and CommuynPreservation
Committee to provide guidance in the short termcaltion of limited resources and funds. The inegnwill also provide the
foundation for the creation of a long-range stract@dpn which will be undertaken at a later date.

3) Departments to be Included

Executive, Comptroller, Purchasing, Assessing, Juest/Collector, City Solicitor, Human Resourcegndgement Information
Systems, Elections, Licensing, Planning & Developimspectional Services, Sealer Weights and Meagtublic Works,
Veterans’ Services, Storm Water Management, Seamer Water — located in Newton City Hall

Health & Human Services — located at 1294 Centree$t

Parks & Recreation Department — located at 70 @resstreet

Public Buildings- located at 52 Elliot Street

Senior Services — located at 345 Walnut Street

Police Department and Civil Defense — located &t11\8/ashington Street

Fire Department — located at 1164 Centre Street

School Department — located at 100 Walnut Street

The City Clerk/Board of Aldermen, Newton Public talby, and Newton History Museum have the most esttenarchives in

the City and will also be included in this proje¢towever, each of these three archives has a bases level inventory already
completed. The proposer will incorporate thesemeted inventories into their work and findingsdaadd any missing
information and ratings as described in the objestabove.

4) Deliverables
The information gathered through the inventory Wwél presented to the City Clerk in both a writtepart, and an Excel
spreadsheet or an Access database.

5) Non-Liability for Benefits
The successful proposer will be an "independentraotor" and nothing in this Request for Propogalatended nor shall be
construed to create an employer/employee relatipneha joint venture relationship. The servitebe provided by the
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proposer shall be provided in a manner consistéhtthe standards governing such services. Thegsepunderstands and
agrees that:

(i) the City shall not be responsible for withhaeldiany sums on behalf of Proposer for income tagmployment
insurance, social security, or any other withhadiursuant to any law or requirement of any govenmial body
relating to Consultant; and

(i) the City shall not be responsible for the psien of benefits in connection with the servicede performed
pursuant to this Agreement, including, but not tedito, health insurance, unemployment benefitéoainvaorkers
compensation benefits.

6) Hold Harmless

The Proposer acknowledges and agrees that it gtihsan independent contractor in the performahservices pursuant to
proposal. Accordingly, the Proposer shall hold Hassithe City and/or its boards, committees, depants, officers,
employees, servants and agents from and agairesttalhs, causes of action, claims, demands, dasnagsts, and expenses,
including attorneys' fees arising out of any clém Proposer may have against the City and/ooisds, committees,
departments, officers, employees, servants andsgeing out of the performance of this proposedk.

Minimum Criteria

Any proposer submitting a proposal must satisfyftlewing minimum criteriaProposals which do not demonstrate
compliance with the minimum criteria will not be further considered.

1. Proposer shall have a minimum of three years oég&pce working with and describing archival matieri

2. Proposer shall have at a minimum a BA in librangsce, information science, records managemertij\as
management or related field.

3. Proposer shall have experience working with andrilgag municipal records.

(A resume should be provided identifying how theabthree criteria are met.)

\ Comparative Evaluation Criteria

Proposer must submitrasumethat demonstrates experience in the following aateg, including references. Proposals will
be evaluated based on the following criteria:

1. Previous relevant experience working with anccdbeg archival material.

Highly advantageous: More than 5 years demonstrated experience workittgamd describing archival
material.

Advantageous: 3 to 5 years demonstrated experience working aithdescribing archival material.

Not Advantageous: less than 3 years demonstrated experience workitiigawd describing archival
material.

Unacceptable: Proposer did not meet any of the criteria

2. Educational degrees in in Library Science, resondnagement.

Highly advantageous: A master’s degree in library science, informatioresce, records management, or
archives management.

Advantageous: A bachelor’s degree in library science, informatgzience, records management, or
archives management.

Not Advantageous: A bachelor’s degree in a field related to Libranyefice or records management.

Unacceptable: Proposer did not meet any of the criteria
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3. Previous demonstrated experience working with awtidbing municipal records

Highly advantageous: More than 5 years demonstrated experience workittgamd describing municipal
material.

Advantageous: 3 to 5 years demonstrated experience working avithdescribing municipal material.

Not Advantageous: less than 3 years demonstrated experience workitiiganwd describing municipal
material.

Unacceptable: Proposer did not meet any of the criteria

4. References (3)
Proposer must provide at least 3 positive referetiftat can attest to their abilities, skills, asdamplishments.

Highly advantageous: All three references stated that proposer had nbavledge necessary to complete the
task, worked independently, met deadlines, hads#ipe attitude, and was able to
communicate effectively.

Advantageous Two references stated that proposer had the krnigeleecessary to complete the task,
worked independently, met deadlines, had a posititteide, and was able to
communicate effectively.

Not Advantageous: Only one reference stated that proposer had thevlkxdge necessary to complete the
task, worked independently, met deadlines, hadsdipe attitude, and was able to
communicate effectively.

Unacceptable: None of the references stated that proposer hakhihwwledge necessary to complete
the task, worked independently, met deadlines ahpdsitive attitude, and was able to
communicate effectively.

One member of the evaluation committee will chéuké (3) references. The member will ask the sgumstions of each
reference. The person who checks the referendegrepare a report for the remaining evaluatiomouttee members.

Price Proposal
Proposers shall us@TTACHMENT A” to this RFP #11-60 in submitting this price progog&lease remember to submit

your price proposal in separately sealed marked envelopeAny Technical proposal with prices may be deemed
unresponsive.

Contract Term:

Work under this RFP is expected to begithin five days of contract execution and shall>@end for four months, with
the option, at the City’s sole discretion to extendor two (2) additional one (1) month terms with nochange to the
contract price and terms and conditions The exercise of each option to renew shall bgestito appropriation and /or
continuation of funding. If for any fiscal year any part thereof during the term of this Agreemémtds for the discharge
of the City’s obligations under this Agreement ao¢ appropriated and authorized, or funds so apjatggl and authorized
are reduced or withdrawn, then this Agreement ghathinate. A termination due to non-appropriatwwithdrawal of
funds shall be effective as of the last day offibeal year in which such non-appropriation or dam to withdraw funding
occurred, or as of the date when such appropratddauthorized funds are exhausted or withdrawigheler is later,
without liability to the City for damages, penadtier other charges on account of such terminatiorthe event of a
termination due to non-appropriation or withdrawkfunds, services will be paid for up to the effee date of termination.

Rule for Award:

The City will select the responsive and responsibledor submitting the most advantageous propiagdihg into consideration
the vendor’s experience, staff capacity, referenoelsplan of services as well as the proposal.price

END OF SECTION
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ATTACHMENT A
PROJECT ARCHIVIST

PRICE PROPOSAL

This form must be completed and placed separatesealed envelope marked
“RFP #11-60 PROJECT ARCHIVIST — PRICE PROPOSAL"

This proposal includes addenda number(s)

Name of Firm or Individual Submitting Proposal:

Address:

Telephone:

Fax:

Signature of Proposer

Name of Proposer:

Address:

Date:

Price: $
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ATTACHMENT B
PROJECT ARCHIVIST

TECHNICAL PROPOSAL

This form and accompanying materials must be cotagland placed in separatesealed envelope marked
“RFP #11-60 PROJECT ARCHIVIST- TECHNICAL PROPOSAL”

This proposal includes addenda number(s)

Name of Firm or Individual Submitting Proposal.;

Address:

Telephone:

Fax:

Signature of Proposer:

Name of Proposer:

Address:

Date:
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CONTRACT FORMS

The awarded bidder will be required to complete sungimit the following documents in order to exe@udntract pursuant to
this bid.

The forms are provided for informational purposeky/o

None of the following forms are required at the tine of bid submittal.
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CITY — CONTRACTOR AGREEMENT

CONTRACT NO. C-

This Agreement is entered into by and between

(hereinafter the "Contractor") and the City of Nemta municipal corporation acting by and througiChief Procurement
Officer but without personal liability to him (hereinaftiye "City"); collectively, the "parties".

WHEREAS, the City needs the services of a Projechi&ist and

WHEREAS, the Contractor has submitted a responmioposal for such services;

NOW THEREFORE, the parties agree as follows:

1.

Incorporation of Attached Documents
The following documents, copies of which are atéaithereto, are hereby incorporated as part oftpisement:

-- City of Newton's Request for Proposals No.11P86ject Archivist, dated susd by Rositha
Durham,Chief Procurement Officer (hereinafter "Request for Proposals");

--Technical and Price Proposal_of and dated , respectively and signed by
(hereinafter, "Contractor's Proposal");

Scope of Work

The Contractor shall perform all services and taskke City of Newton’s Request for Proposals Mb-60 and the
Contractor’s response thereto. The following doents, copies of which are attached hereto, arédiiéneorporated
as part of this Agreement:

Term of Agreement

The term of this Agreemeshall extend from the day of contract execution fofour months, with the
option, at the City’s sole discretion to extend fotwo (2) additional one (1) month terms with no chage
to the contract price and terms and conditionsThis contract shall not exce&d

Proposer shall submit invoices after the completiba task directly to the City Clerk. The invoiskall include a
description of services performed in such form dethil and with such supporting data as the CitfM@fvton may
request.

Indemnification

The Contractor acknowledges and agrees that lesp®nsible as an INDEPENDENT CONTRACTOR for alvgars
provided under this Agreement and for all the atsis/her employees and agents hereunder andsatirates/he will
indemnify and hold harmless the City and its agants employees from and against all claims, damadggses and
expenses, including attorney's fees arising oubrofesulting from, the performance of the servitelke performed
under this Agreement.
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5. Governing Law

This Agreement shall be governed by and constmedd¢ordance with the laws of the Commonwealth of
Massachusetts.

6. Non-assignability

This Agreement and the duties of the Contractdretperformed hereunder or any payments due or ed¢authe
Contractor shall not be assigned or subcontracted.

7. Entire Agreement
This Agreement represents the entire understarmbhgeen the Contractor and the City. No changmgfof the
within terms and conditions can be made, exceptititgen amendment(s) hereto and signed by bothgsarThis

Agreement and any such amendments shall becomimbiaod the City upon the execution thereof by theybt of
Newton.

IN WITNESS WHEREOF, the parties have set their lseamtd seals to this and four like originals.

CONTRACTOR CITY OF NEWTON
By By
Title Chief Procurement Officer
Date Date

By

City Clerk
Affix Corporate Seal Here
Date

City funds in the amount of $
are available in account number
21B10104-5301

| further certify that the Mayor, or his designee,
is authorized to execute contracts and
approve change orders.

By

Comptroller of Accounts

Date

Approved as to Legal Form and Character

By
Associate City Solicitor

Date

CONTRACTS & BONDS APPROVED

By

Mayor or his designee

Date

Request For Proposal #11-60 — Project Archivist

Page 14 of 16



CERTIFICATE OF AUTHORITY - CORPORATE

| hereby certify that | am the Clerk/Secretary of

(insert full name of Corporation)

corporation, and that

(insert the name of cdfi who signedhe contract and bonds)

is the duly elected
(insert the title of the officer in line 2)
of said corporation, and that on

(insert a date that @3N ORBEFORE the date the
officer signed theontract and bonds)

at a duly authorized meeting of the Board of Dinesiof said corporation, at which all the directaere present

or waived notice, it was voted that

the
(insemhamefrom line 2) (insditle from line 3)

of this corporation be and hereby is authorizedexecute contracts and bonds in the name and orlf befhsaid
corporation, and affix its Corporate Seal theratag such execution of any contract of obligatiomhis corporation’s
name and on its behalf, with or without the Corpe®i®eal, shall be valid and binding upon this coapon; and that the
above vote has not been amended or rescinded anadn=in full force and effect as of the date setfbelow.

ATTEST: AFFIX CORPORATE
(Signature ofClerk or Secretary)* SEAL HERE

Name:

(Please print or type name in line 6)*

Date:
(insert a date that ©N ORAFTER the date the
officer signed theontract and bonds)

* The name and signature inserted in lines 6 &usne that of the Clerk or Secretary of the caxpon.
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ATTESTATION

Pursuant to MG c. 62C, § 49A, the undersigned gambehalf of the Contractor, certifies underpbkeaalties of perjury that,
to the best of the undersign's knowledge and heliefContractor is in compliance with all lawstlodé Commonwealth
relating to taxes, reporting of employees and e@mtérs, and withholding and remitting child suppgort

**Signature of Individual *** Contractor's Social $erity Number
or Corporate Contractor (Mandatory) (Voluntary) or Federal Identifitan Number
By: Date:

Corporate Officer
(Mandatory, if applicable)

* The provision in the Attestation relating to ch#upport applies only when the Contractor is an
individual.

** Approval of a contract or other agreement widltrbe granted unless the applicant signs thisfioation clause.
*** Your social security number will be furnished the Massachusetts Department of Revenue to deemhether you

have met tax filing or tax payment obligationsoWwders who fail to correct their non-filing or dejuency will not have
a contract or other agreement issued, renewedtenaed. This request is made under the authofiGL c. 62C, § 49A.
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